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CHAPTER I
INTRODUCTION
Statement of the Problem
The purpose of this study was to construct two instruc-
tional units for use in a twelfth grade course for general
clerical students in Office Practice: (1) Seeking Employ-
ment, and (2) Personality Development. These units were
prepared in accordance with the method advocated by Roy
0. Billett^in his Fundamentals of Secondary School Teaching .
Justification of the Problem
Perhaps the major broad objective of a course in Senior
Clerical Office Practice is to equip students who have little
or no particular business skill besides typewriting to be
better qualified in an entry job in a business office. In
an attempt to fulfill this broad objective, the two phases
of general business training with which this project is con-
cerned have been developed in the form of units.
The unit method, as set forth by Eillett, is now gen-
erally accepted as a superior form of teacher-pupil relation-
ship with emphasis on student activities which amply provide
for individual differences, and which should result in more
-^Billett, Roy 0., Fundamentals of Secondary School
Teaching
,
Houghton Kifflin Company, Boston, 19I+0.

2purposeful learning experiences for the students as compared
with the more traditional methods of teaching.
The first unit, Seeking Employment, which is planned
to occur in exactly the last two weeks of these students'
high school education, could conceivably be the most vital
part of the entire course, and a study ©f Personality Devel-
opment would be of great value in both the business and per-
sonal experiences of the students.
Discussion of Terms
The purpose of this section is to familiarize the
reader with terms that are frequently used in connection
with the unit method of teaching.
1. The unit , as used in this study, is defined by
Alexander G. Bell, Jr."*" as
. . .the best verbal picture of the real
unit of learning which the writer was able
to make . . . This representation is expressed
in declarative sentences and represents the
teacher's goals in terms of desirable changes
to be made in the pupil in concepts, skills,
ideals, attitudes and appreciations. It is
a recognizable advance, to be made by the
pupils.
2. A source unit is a general unit prepared with no par-
ticular group of pupils in mind. It should be suitable for
use in any classroom of General Clerical Office Practice,
Bell, Alexander Gordon, Jr., Two Instructional Units
in Business Organization—How Business is Owned and
Relationship of Government and Business
,
Unpublished Master's
Thesis, Boston University School of Education, 1951* p. 5«
\
provided the teacher makes the few minor adjustments which
may be necessary to make the unit fit the local situation.
3« general statement of the unit "represents the
teacher's goal stated in terms of a desirable change to be
made in the pupil in concept or skill, and hence in result-
ant ideal, attitude, or appreciation.""*" This statement
should consist of one or two general, declarative sentences,
and is intended for the teacher's use only.
k-* The delimitation of the unit is a group of as many
declarative sentences as is necessary for the teacher to
state the exact learning products of the unit.
5 . Probable indirect and incidental learning products
are those that are "likely to result from taking part in the
unit even though this learning is not the direct object of
instruction. "^
6. Introductory activities are those activities which
are designed to stimulate the interest of the students in
the subject matter of the unit.
7. The study and activity guide is a duplicated form,
given to each pupil, containing most of the requirements
of the unit assignment. The core activities are placed
in the study and activity guide, and the optional related
activities may or may not be included in the guide.
Billett, Roy 0., Fundamentals of Secondary School
Teaching
,
Houghton Mifflin Company, Boston, I9I4.O, p. 505.
2Ibid«, p. 506.

8. Gore activities are a list of questions and problems
that all students are required to complete. As long as all
these assignments are completed on the due date, the students
may progress at their own rate of speed and they may use their
own judgment as to how each problem is to be approached.
9. Optional related activities are a list of questions,
problems, or projects which the pupils may undertake if they
wish to. These projects are related to the core activities.
These activities should be so designed that they can awaken
an interest in students to do extra work which is not re-
quired.
10. Teacher -references are, as the name implies, sources
from which the teacher obtains material from which to con-
struct the unit.
11. Pupil -references are the materials at the end of the
study and activity guide to which the pupils are directed by
footnote keys in order to find assistance in solving the
problems of the core activities and the optional related
activities
.

CHAPTER II
UNIT I
SEEKING- EMPLOYMENT
General Statement of the Unit
One of the most important outcomes of a high school
education is the desired ability of the graduate to secure
a position of employment. High school business teachers
devote the major part of their time to teaching business
skills which will enable the student to secure a worth-
while, lucrative position. The graduate of the business
course must also be shown or taught some of the ways of
finding and selecting the beginning or entry job which is
best suited for him with regard to his interests, abilities
and possibilities for advancement in that particular job.
Delimitation of the Unit
1. The job seeker must sell his services. Therefore, he
must know the following facts:
a. Know his strengths and weaknesses.
b. Know his prospects for employment.
c. Know how to present himself to his prospects
in such a way that the best possible position
may be obtained.

d. Know how to keep his employer satisfied.
2. The high school senior following a business course
needs help and guidance in seeking employment
•
3. The prospective job seeker must do a great amount of
preparatory work in finding the right job,
ij.. Part-time work engaged in by students may prove an
important factor in gaining worth-while employment.
a. The part-time work may have been in the same
field as the prospective position.
b. Part-time work aids in building the right atti-
tude toward the dignity of all work.
c. Part-time work, no matter what nature, indicates
to a prospective employer that the applicant
possesses certain desirable characteristics or
qualities
•
5. A glance at any "Help Wanted" column will indicate that
there is a definite demand at the present time for all
forms of clerical employment.
6. Despite this demand for clerical help, the employer
with the more desirable job offerings will choose the
best-qualified candidate.
7. Vacancies may occur in a great number of ways.
a. An employee may die.
b. An employee may be promoted to a higher position
and the resultant job reshuffle may create a new
vacancy.
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c. There may be an increase in business with an
increase in staff thereby made necessary.
d. An employee may resign or retire, thus creat-
ing a new position.
e. An employee may be discharged.
8. There are many ways and means of discovering job open-
ings .
a. Counselors of youth organizations such as Young
Men's Christian Association
b # "Help Wanted" advertisements in daily newspapers
and trade magazines
c. Guidance committees of Kiwanis, Rotary, Lions,
Chamber of Commerce, and other service organiza-
tions
d. Employment agencies, private and government
e. "Cold canvass" by writing
f . "Cold canvass" calls
g. School placement officers
h. Assistance from parents or relations who may
know of suitable job vacancies
i. Contacts with former part-time employers
j. Tips from friends and acquaintances about present
or future job vacancies
9. The letter of application is the most important single
instrument in an effective job search. A good personal
s^, data sheet makes the letter of application more impressive.
4-
810. An application form must be effectively completed by
an applicant in order for him to be considered for a
position.
a. The application must be filled out in ink or
be typewritten.
b. The applicant should have data available when
he is filling out the application so that he
may have the necessary particulars to complete
the form.
c. The applicant must be truthful in all his answers.
d. If the application is written in longhand, the
writing should be neat and legible.
11. In the employment interview, the applicant must effect-
ively sell his services.
12. The applicant must present his most favorable appear-
ance during the job interview.
13. According to Parmenter and Cromwell, "'"the applicant
should keep the following points in mind during the
employment interview:
a. Arrive alone, and on time.
b. Get the interviewer's name correctly, in advance
if possible, and use it in your conversation
with him.
c. Be agreeable at all times.
Cromwell, R. Floyd, and Parmenter, Morgan D., Occupations
Course
, G-uidance Publishing Company, Limited, New York, 19^7,
pp. 29-30.

9d. Don't answer the question, "What can you do?"
by saying, "Anything." Tell what specific
skills you have.
e. Be willing to take any examination requested.
f. Allow sufficient time for an interview.
g. Be polite and courteous in the outer office.
h. Remain outside of a private office until you
have been asked to enter.
i. The manner of approach should be, "Good morning,
Mr. Smith, I am John Doe."
j. Don't mumble your name.
k. Don't place your handbag or other articles on
the employer's desk. Keep them in your hands;
or, if necessary, put them on the floor beside
your chair.
1. Try to get your qualifications sheet before the
employer fairly early in the interview. Leave
a copy of this with him.
m. Remain standing until you are asked to be seated.
n. Seat yourself comfortably; retain your poise.
o. Do not chew gum, smoke, or use perfume.
p. Avoid tobacco breath.
q. Do not play with your tie, rin^s, or bracelets,
r. Permit the employer to carry on the interview,
s. Answer all questions directly and truthfully,
t. Do not gossip about or "knock" former employers.
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u. Do not plead your need for work. The employer
has the right and privilege to select any
applicant
.
v. Under all circumstances refrain from jokes,
arguments, and intimacies.
w. If you obtain the position, it is your right
to know what your duties are, the hours of work,
rate of pay, and any other pertinent facts con-
cerning the position.
x. If you do not obtain the position, maintain
your poise. Be courteous and agreeable.
y. Use correct English at all times; avoid slang
such as "Yeah," M 0. K."and "Goodbye now."
Probable Indirect and Incidental Learning Products
1. Understanding that appearance and clothing can affect
an employer's decision to hire an applicant.
2. Realization, for girls, that there are many sources
which suggest proper dress, makeup application, and
styles of clothing which can aid greatly in improved
social acceptance.
3. Understanding of importance of so-called "charm" and
"personality" magazines and other related literature.
1^.. Appreciation of the many clerical and related jobs in
business
.
5. Tendency toward improved speech and diction.

w11
Teacher References
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Houghton Mifflin Company, Boston, 191+0.
2. Billett, Roy 0., "The Values of Unit Organization,"
Eastern Commercial Teachers Association Fifteenth-
Yearbook , Unit Planning in Business Education, Somerset
Press, Inc., Somerville, 19l±2.
3. Billings, Mildred Lincoln, Group Methods of Studying,
Occupations , International Textbook Company, Scranton,
Pennsylvania, 191+1.
ij.. Education Film Qui de , Wilson and Company, New York, 1950.
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D. C. Heath, Boston, 1951.
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Techniques
,
and Evaluation , McGraw-Hill Book Company, New York, 19i|9.
7. Worthy, James C, What Employers Want, Science Research
Associates, Chicago^ 1950.
8. Your Future Is What You Make It, National Association
of Manufacturers, New York, 195*0.

Introductory Activities
Hand out and explain the general activity and study
guides. Stress the point that pupils are to choose
the activities in whatever order they wish and carry
them out in the manner best suited to their needs and
interests, aided by teacher guidance. Inform students
that they are to complete as many of the core activities
as they can and to confer with the teacher concerning
optional related activities. Call attention to the op-
tional related activities on the bulletin board.
Explain the coded references which are given with some
of the activities. These represent the title and page
numbers of a source of information. For instance,
5: 211-12 refers to pages 211-12 of book or pamphlet
number 5 in the list of pupil-references located on the
last page of the activities.
Students view a 16 millimeter black and white sound film
entitled "Finding the Right Job." This film gives a
thorough presentation of job-lead sources, emphasizes
some of the crucial stages in obtaining a job, and
establishes a process of weighing some of the offers
of employers in terms of future goals and what the
company has to offer.
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Core Activities
1. Look through the want ads of the Sunday or daily-
newspapers. Clip those ads which seem most attrac-
tive to you. Write a letter of application, enclosing
your personal data sheet to three of these potential
employers. Use the form suggested in the textbook,
(12! 519-20)
2. Listen to personnel managers whom your teacher may
invite from one or two of the offices in the immediate
area. Take worth-while notes on this speaker's lec-
ture. Make a list of any questions which may trouble
you concerning the job interview and ask the speaker.
3* Make a detailed analysis of your personal skills and
characteristics and match them against the specific
demands of your chosen job field. Use the reference
for an outline guide in performing this activity,
(9: lj.O-ij.1)
If. Why should a high school commercial graduate possess
more than one business skill? (5: lb-19)
5. Why has there been a steadily increasing trend in the
use of office machines? (5: 21)
6, Pill out in ink at least three of the different applica-
tion blanks given you by the teacher. Print or write
as neatly as you can. Avoid the mistakes which are
made on the mimeographed copy of an incorrect applica-
tion blank which will be given to you.
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7. What questions should you ask yourself before starting
out to search for a job? What points should you con-
sider when you go for an interview with an employer?
(11: 16-17) (12: 507-509)
8. Obtain the permission of as many persons as you can
to use their names on your reference list. Use any
source of references you can find, such as school,
experience, character, and political.
9. Type a letter of application and a personal data sheet
addressed to a company in this area. Use the suggested
references for making your letter of application an
effective one. Be original in the form of your data
sheet. (11: 15) (12: 519-520) (7: 531-532)
10. What things other than business skills do you think
a prospective employer wants? Why is the right
attitude so important to an employer? What, in your
opinion, is the right attitude for you to take toward
your job responsibilities in your future employment?
(11: 21-22)
11. View such films, film slides, and other visual aids as
the teacher is able to secure.
12. What are America's major occupations? Where do cleri-
cal occupations rank with respect to number employed
and salaries? (9: 15)
13. Take the time to have a discussion with your parents or
guardians, if you have not already done so, concerning
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your future plans for employment . Borrow any of the
available literature here in the school which concerns
your chosen occupation to show them. Ask their advice
on your plans.
llf.. Watch a skit about an employment interview which will
be acted out by some of your classmates.
15. Read the five brochures on grooming, personal clean-
liness, and charm published by the Bristol-Myers Educa-
tional Service Division. Make an oral report on one
of these to the class,
16. What is meant by cold canvassing? Does it ever pay
dividends in the job search? Contrast this method of
approach to the job market with political assistance
or recommendations. (3: 17-19)
17. Make a list of administrative jobs in your town. Con-
sult your parents and your friends and add to your list.
Now, select one job that appeals to you and find out
what training and qualifications are necessary for this
job.
18. Make a list of fifty job opportunities with the Federal
Government. Indicate which one interests you most.
What preparations are required for this job?
19» How would you distinguish between each of the following
items
:
a. An occupation and an industry
b. A job pattern and a field of work
c. A profession and a trade
< •
*
-
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20. Be ready to offer your opinion on the following state-
ments :
a. All jobs require some intelligence and skill.
b. All jobs, however lacking in prestige, are
important if they are done honestly and con-
tribute to the well-being of people.
21. Prepare a list of twenty-five different types of offices
in which stenographers might be employed.
22. Be prepared to report titles of occupations which are
notable because they provide (a) large earnings, (b)
adventure, (c) security, (d) service to others, (e)
use of some special talent. (2: 273-305)
23» Secure the titles of at least twenty occupations men-
tioned in the job advertisement section of a daily
newspaper. Be ready to report these titles together
with the definition of each as they are stated in the
Dictionary of Occupational Titles or some other book
of job descriptions.
2ii. How can part-time and vacation employment help prepare
you to make a vocational choice?
25. Why should a job seeker be prepared to answer a question
as to how much pay he expects? (6: 86)
26. Should the job seeker take the initiative in shaking
hands with the prospective employer whom he has come to
interview? (6: 91)
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- 27. Does an employer prefer a job seeker who is looking
for a job or one who is offering a service? (Ij.: 139-11+0)
28. When a job seeker prepares a letter or a presentation
which may be used on many prospects, does he write it
as if addressing one individual? Ij.9)
29. How can a job seeker find out what salary he should
ask? (10: 81+.)
30. If the interviewer steers the discussion into a general
conversation and away from immediate consideration of
the job in question, what precautions should the job
seeker take to avoid making mistakes? (6: 117)
31 • If the job seeker has a friend who will sign letters
of recommendation for him, how should these letters
be prepared? (10: 101)
32. If you are an employed person seeking a new connection,
what discretion should you use to avoid jeopardizing
your present job? (J4.: 225)
33 • In choosing your job field, should you consider only
what you like to do? (1: 80)
3J4.. How would you answer a prospective employer if he were
to ask you the following questions: a. "Why do you
want to work for this company?" b. "Why did you leave
your last job?" c. "What do you have to offer us?"
d. "With what salary will you start?" (1: IOI4-IO5)
35 • If the job seeker has some impediment in speech,
a physical handicap, or looks older or younger than his
<
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^+ age, how can he prevent this from causing the prospec-
tive employer to misjudge him for the job for which
he is applying? (6: 127)
36. What should a job seeker do after the interview? (6: 132)
Optional Related Activities
1. If you like dramatics, try out after school for one of
the three parts in an interview skit which may be dra-
matized before the student body at the next assembly.
The three characters are the Secretary, the Employer,
and the Job Applicant. Your teacher will give you
mimeographed copies of the skit if you are interested
in this activity.
2. If you think you have talent as a playwright, secure
a copy of the skit in the preceding activity. Write
a short skit of the incorrect way to conduct oneself
during an interview. Make it entertaining.
3. If you believe your future lies in sales work rather
than in clerical work, make an oral report to the
class on one of the following subjects: a. Sales
clerks b. Department store work c. Wholesale sales
field d. Qualifications for sales work e. Salaries
and commissions in selling. (5: 32-36)
1^.. Prepare a unique, completely different personal data
sheet that will really catch an employer's eye. Be
original and use your ingenuity.

Volunteer to summarize and to present to the class in
any suitable way (oral report, exhibit, chart, table,
graph, or otherwise) information on one of the follow-
ing subjects: a. Taking care of your teeth b. Watching
your skin c. Care of your hands d. Personal dainti-
ness e. Correct posture f . Grooming of clothes. Tie
one of these subjects in with the job interview. Use
the Bristol-Myers booklets for the basis of your acti-
vity. Other sources are as follows: (12: 509-5>10)
(7: 534-516) (2: 171-200)
If you are a girl who doesn't want to remain in clerical
work, but instead want to advance to secretarial work,
volunteer to serve on a panel in a discussion of "How
to Become a Super Secretary." (8: 1-17)
Make a summarizing outline of the booklet, "How to Be-
come a Super Secretary." (8: 1-17)
Make a survey of all the people with whom you come in
contact in your out-of -school life, such as your parents
your friends, your relations, and merchants in your
neighborhood. Ask their opinion on the following two
questions, and summarize the results in tabulated form.
1. If you were an employer, what would you look
for in a job interview?
2. What attitudes would you want in employees?
Make a list of occupations which were depicted in movies
you have seen recently. Indicate those which were
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represented realistically and those that emphasized
the glamorous aspects of the work.
10. Interview five employed persons known to you and find
out how they chose their present occupations.
11. List at least ten occupations that you consider unnec-
essary and tell why you think they are unnecessary.
12. Choose an occupation that has disappeared or has been
greatly changed and prepare an oral or written report
on the factors that contributed to the changed status
of the occupation.
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EXAMINATION
PART I
DIRECTIONS: Read each statement carefully. If you think
the statement is true, place the letter T in the parentheses
at the right of the statement. If you think it is false,
place the letter P in the parentheses. Remember, if any
part of the statement is false, the statement as a whole
is false.
EXAMPLE: It is not necessary for the applicant to be
neat (F)
1. Since all personnel managers use the same techniques,
an applicant might profitably memorize a set of an-
swers to questions that an interviewer will probably
ask ( )
2. Jobs found through "Help-Wanted" ads are generally
not desirable positions ( )
3. An employer prefers that the applicant be well-
groomed and polite ()
ij.. The applicant should say that money is no object
when asked how much salary he wants ( )
5. All people can take pride in their work, whether
they are lawyers, mechanics, or garbage collectors. ( )
6. Employment agencies demand a fee of a percentage of
the applicant's beginning salary ( )
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7. General appearance of an applicant counts heavily
with the interviewer ( )
8. If the applicant has worked on a menial part-time
job while he was going to school, the prospective
employer gets a lower opinion of him ( )
9. An applicant should always "aim high" when he is
asked how much salary he wants. • • ( )
10. In this modern world, the old slogan, "A good day's
work for a good day's pay" is obsolete. ( )
11. In an interview the applicant should always refuse
politely if the interviewer offers him a cigarette. ( )
12. A "cold canvass" call means applying for employment
where no vacancy is known to exist ( )
13. A personal data sheet should, like the letter of
application, be mimeographed or duplicated, so that
the applicant may write to a larger number of em-
ployers. ( )
llj.. All desirable jobs are gained through "pull". ... ( )
15. A high school senior should do some ground work in
the job hunt before he leaves school. ( )
16. The beginning wage or salary should be the deter-
mining factor in accepting a job ( )
17. A list of references should include all of one's
high school teachers ()
18. An applicant should never ask about financial
remuneration during the interview ( )

19. Most persons could perform satisfactorily the work
of many different occupations ( )
20. Business firms include both service and producing
types of organization ( )
21. A person with the ability required for an occupation
can be counted on to have a high interest in it. . . ( )
22. Studies show that workers generally consider finan-
cial rewards to be the most important factor con-
tributing to job satisfaction ( )
23. There is no reason for a high school student to
work part-time because he will have to work long
enough after he graduates ( )
2J4.. Office work, like all forms of work, becomes dull,
routine, and even boring at times ( )
25. A job seeker should have an idea of the salary range
of the position for which he is applying before he
has his job interview ( )

V*
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PART II
DIRECTIONS: Each of the following statements can be com-
pleted by any one of four words or groups of words. Place
on the blank at the left of the beginning of the statement
the number of the word or group of words which makes the
statement true.
EXAMPLE: 2 Modern business is the exchange of goods or
services for
(1) other goods.
(2) money, or the promise to pay money.
(3) merchandise.
(Ij.) other services.
1. When leaving an employment interview, the applicant
should say
(1) G-ood-by now.
(2) See you later.
(3) Thank you for your time, sir.
(k) You'll make no mistake in choosing me.
2. When there is a pause in the employment interview,
the applicant should
(1) become nervous and stand up,
(2) say goodfby to the interviewer.
(3) wait for the interviewer to continue talking.
(Ij.) calmly continue talking about himself or the job.

The type of part-time experience which would be most
helpful to a candidate seeking clerical employment
would be
(1) delivering newspapers.
(2) life-guard work.
(3) movie ushering,
(ij.) golf caddying.
A good list of references includes
(1) the names of friends and relations.
(2) the names of a variety of people who know you '
(3) the names of all your high school teachers.
(Lj.) the names of all your friends.
Personal data sheets, which accompany the letter of
application, should include
(1) cumulative records from the guidance office.
(2) application blanks.
(3) your high school grades.
(ij.) detailed bits of information about oneself.

KEY TO EXAMINATION
PART I
1. F
2. F
3. T
5. T
6. T
7. T
8. F
9. F
10. F
11. T
12. T
13. F
11+. F
15. T
16. F
17. P
18. P
19. T
20. T
21. F
22. F
23. P
21].. T
25. T
PART II
1. (3)
2. (1*.)
3. (1)
k* (2)
5. ik)
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CHAPTER III
UNIT II
PERSONALITY DEVELOPMENT
General Statement of the Unit
The development and broadening of a student's person-
ality is the most desirable single outcome of his entire
primary and secondary school education. High school busi-
ness teachers have long recognized the extreme importance
of personality in future vocational success, and many teachers
attempt to aid high school seniors through a specific personal
evaluation and a close study of some of the factors which
improve personality. This unit attempts to accomplish the
objective of improving personality by directing students
to complete activities designed for a better understanding
of their personal behavior.
Delimitation of the Unit
1. Eighty-five per cent of the people who are successful
in the business world owe their success to personal
qualities, according to a recent survey.^"
2. Personality is not one single characteristic, but is the
"Abrams, Ray, Business 3ehavior
, South-Western Publishing
Company, Cincinnati, 191+1, p. 2.

total of an individual's many characteristics, qualities,
or traits. Personality traits include physical appear-
ance, attitudes, interests, emotions, and habits of
behavior. One's personality consists of everything one
thinks, feels, says, and does.
Strong character is not developed by accident. One
must work to develop it. ^very morning that a person
gets up promptly, even though he wants to remain in
bed, every job that he prepares thoroughly when he would
prefer to indulge in a recreational activity, each little
act of kindness which he does for someone else, each time
he restrains his temper, and each time he performs a
controlled, courageous, unselfish, or self-respecting
act, he is taking a step toward the development of
strong character traits.
A person chooses his behavior. It is never forced upon
him. Nobody can make a person angry, critical, impatient,
lazy, insolent, or sullen.
A person can pull himself out of a black mood by sub-
stituting action for brooding. Some suggested activities
for high school students are the following:
a. Playing tennis
b. Going for a swim
c. Cleaning out bureau drawers
d. Going to the movies
e. Making something with their hands
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6. A person who worries too much can observe the following
guides to relieve the worry:
a. Realize that any problem a person may have is
not unique,
b. Work faithfully and trust that he will accom-
plish his objective.
c. Remember that worry, because it is a form of
fear, actually prevents a person from succeed-
ing with his problems.
7. In this modern world extreme worry can have a detrimental
effect on personality.
8. Worry leads to an increased disturbance of the nervous
system. Some people worry so much about things that
they have little time or energy left to improve them.
The one -word answer to worrying is "don't."
9. When a person has a serious problem, he should bring
it into the open by discussing it with someone he can
trust, preferably with an expert, such as a physician,
clergyman, or counselor.
10. The best way for a person to overcome a feeling of self-
consciousness is to focus his attention on something or
someone other than himself. He should not worry about
what others may think if he is not sparkling or domina-
ting the conversation. Many people prefer quiet and re-
tiring persons.
11. A person who continually is fearful and timid about
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Q everything he undertakes, and who feels unable to cope
with many of the problems of life is said to have an
inferiority complex.
12. Some psychologists believe that all behavior is based
on a feeling of inferiority and the desire for power
that follows. They state that everyone feels inferior
about something.
13. The most damaging types of inferiority feelings are
those that are not understood. People who have this
kind of inferiority are usually timid and afraid to
take a chance at failure by going ahead.
llj.. Sometimes a person with the worst kind of an inferiority
complex may not look and talk as if he felt inferior, but
instead may adopt the opposite attitude and have what
is called the "superiority complex."
15 • Psychologists attempt to remove an inferiority complex
by having the troubled person make a list of his strengths
and weaknesses. Since with most people the list of
strengths is longer and more iirpress ive than the list of
weaknesses, such a man or woman has to concede that
there is little basis for the feeling of inferiority.
16. People suffering from a feeling of inferiority should
compensate for the feeling of inferiority by finding a
substitute for it such as turning to an activity in which
the inferiority would not be a hindrance.
17. People who feel inferior should do something about it:
4
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a. Pace the facts. Do not be afraid to admit
having an inferiority in one respect or another
because everyone has inferiorities,
b. Work hard and try again. Make a strength out
of the apparent weakness.
c. Do not blame yourself. The origin of the in-
feriority is probably not your fault.
d. Devote yourself to some other activity.
18. Psychologists classify people roughly as extroverts,
introverts, and ambiverts. The extrovert usually
seeks a career that will put him in contact with
people. The introvert usually prefers a career that
will take him away from people, and allow him to think,
read, and work by himself.
19. Conclusions concerning a person's general disposition
should not be drawn until after numerous experiences
with him. Too often snap judgments are made as a
result of slight acquaintance, so that one's attitude
toward a person is colored by false impressions of
him.
20. People have a need to be recognized, both as persons
and for their accomplishments. A person should look
for characteristics about people that are worthy of
praise and he should say something complimentary to
them or to someone else in their presence. However,
these compliments must be sincere.
*
0*. 21. An extrovert is a person who has a gregarious instinct.
He 3-ikes to be with people. He is generally a realist
and objective in his thinking.
22. An introvert is sensitive and easily hurt. He is always
analyzing himself and finding fault with himself. He
would rather dream and indulge in fantasy than accept.
23. An ambivert is one who seems to strike a fair balance
between the extrovert and the introvert.
2l±, Businessmen demand an attractive, neat appearance in
their employees. They will overlook many deficiencies
because of lack of experience in the new employee, but
carelessness in appearance is seldom tolerated.
25>. An office employee cannot hope to be mentally alert or
have a healthy attitude about his work if he is phy-
sically under par. A person should develop health
habits such as getting sufficient rest, sufficient
exercise, and maintaining a sensible diet.
26. An office employee should know and use the rules of
etiquette as they apply to his employer, other employees,
customers and friends.
27. A person should stand erect, walk with his head up,
and maintain a graceful position when he sits. Good
posture is essential in business.
28. Since a great portion of business in the United States
is transacted daily over the telephone, pleasing voice
quality is vitally important for an office employee.
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Probable Indirect and Incidental Learning Products
1. Tendency toward improved behavior in the classroom.
2. Appreciation of good classroom behavior in others.
3. Greeter realization that character development is an
important by-product of a high school education.
I|. • Tendency toward improving minor defects in clothing
and app e aranc e
.
5. Tendency toward developing the desire to improve personal
behavior
.
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Introductory Activities
Hand out and explain the general activity and study
guides. Stress the point that pupils are to choose
the activities in whatever order they wish and carry
them out in the manner best suited to their needs and
interests, aided by teacher guidance. Inform students
that they are to complete as many of the core activities
as they can and to confer with the teacher concerning
optional related activities. Call attention to the op-
tional related activities on the bulletin board.
Explain the coded references which are given with some
of the activities. These represent the title and page
numbers of a source of information. For instance,
5: 211-12 refers to pages 211-12 of book or pamphlet
number 5 in the list of pupil-references located on the
last page of the activities.
Students view a 16 millimeter black and white sound film
entitled "The New Employee and Fellow Workers." This
film explains the importance of getting along with co-
workers. Methods of achieving such cooperation is dis-
cussed. Proper etiquette in such situations as making
introductions, eating lunch, and enjoying recreation is
shown, with emphasis on the point that proper etiquette
will carry a person through these situations. This film
is available from Young America Films, Inc., 18 East
Forty-first Street, New York, New York.
-4
Core Activities
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1. A member of the class will be asked to write a list of
personality traits on the blackboard. He will then dis-
tribute slips of paper, each having the name of a member
of your class. You and the other members of the class
will draw three of the slips and prepare personality
ratings of the persons whose names you have drawn. Do
not sign your name on these slips. They will be returned
to their owners. Do the rating carefully and conscien-
tiously. When your own three anonymous ratings are re-
turned to you, study them carefully. If you receive three
low ratings on the same trait, you will know that you are
considered weak in that trait and should do something to
correct the weakness.
2. Rate yourself on the positive and negative characteristics
which are listed on a personality self-rating scale that
your teacher will give you.
3. By what outward signs do you judge people when you first
meet them? (1: k±-k5)
Ij.. Discuss the following quotation in your own words:
"Eliminate worry by keeping the little things little."
(12: 75)
5. From your own experience describe ten actual incidents,
or case studies, which will illustrate the need for train-
ing in ten traits which are necessary for business success.

The class will use some of your case studies for general
discussion. Select your ten traits from this list: adapt-
ability, alertness, appreciation, common sense, cooperation,
courage, courtesy, dependability, desire for improvement,
efficiency, enthusiasm, executive ability, foresight,
generosity, gratitude, happiness, honesty, industry,
initiative, judgment, loyalty, memory, morality, neatness,
open-mindedness, patience, poise, punctuality, resource-
fulness, responsibility, reverence, self-control, self-
judgment, sense of humor, sociability, sympathy, tact,
thoroughness, thrift, unselfishness, willingness.
6. In most school situations the teacher tries to keep non-
school conversation to a minimum. Should this be the
case in the office? If so, why? (11: 175)
7. If you do not understand certain job instructions, how
and from wLom would you get information? (1: 27-32)
8. If you were a clerical office worker, how could you avoid
being accused of laziness, self-satisfaction, or turning
out slipshod work?
9. If you have a serious problem which disturbs you deeply
and you don't know anyone you feel you can confide in,
what should you do? (7: 22-23)
10. If and when you fall into a black mood, what are some of
the activities you can try in order to pull yourself out
of the mood? (7: 26-27)
11. If you at times resent the authority of your parents or
es-s
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teachers and become defiant or rebellious, what facts
should you keep in mind? (7: 38-^2)
12. Is behavior forced on you or can you choose it yourself?
(7: M>)
13. What one word suggestion is the answer that many psy-
chologists give when told that a person worries? (8: ij.3)
Hj.. What kinds of life careers do extroverts and introverts
usually choose? (8: 11^.-15)
l£. What three guides can help to remove worry? (9: 65)
16. Is it possible for a person to cover up his feeling
of inferiority by adopting the opposite attitude and
have what is commonly called a "superiority complex"*?
17. What is meant by compensation and overcompensation for
an inferiority, whether real or supposed? List briefly
possible compensations from case studies. (9: U
|
)| -D|5)
18. What can a person who suffers from feelings of inferiority
do about it? (9: 343-lW
19. What is an inferiority complex? Read some case studies
on this subject and be prepared to give an oral report
on two case studies. (9: ll|l-llj-8)
20. Can you think of someone who feels inferior because he
cannot get along with people? Does everyone feel inferior
about something? Is it helpful or harmful to know what
your inferiority is? What can you do to overcome an
inferiority? (9: llj.O-lij.8)
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21. Write out a good definition of personality. (5: 35)
(6: 186)
22. Why is it a mistake to judge a person's personality
before you have enough information about him to form-
ulate a sound conclusion? Do some people "wear" better
than others? If so, why? (5: 36-39)
23. Name and explain steps helpful in the development of
desirable character traits. (5: 55-58) (6: 200-202)
?)\ , Can a bookkeeper or accountant who handles many thou-
sands of dollars avoid being thought of as dishonest
or careless? If so, how?
25. What is the one condition under which you may smoke
while on the job? (2: 136)
26. How may the use of proper etiquette in performing intro-
ductions help or hinder your personality? (2: 40-l|.7)
27. Psychologists have developed a test whereby you can dis-
cover if your personality is integrated. Take the mimeo-
graphed test which your teacher will give you and answer
the questions as honestly as you can to determine whether
your personality is integrated. (12: 77)
28. What is an extrovert, an introvert, and an ambivert?
Which of the three would you prefer to be? (12: lj.9-51)
29. In what ways might good looks be a handicap in develop-
ing a pleasing personality?
30. What are some of the little things that you can do to
give people recognition, to help them feel that they

have a good standing, or status, in their group?
(3: 95-96)
31. By what means can a person overcome self-consciousness
and acquire poise? (3? Uj.8-lL|.9
)
32. What part does conversation play in personality?
(6: 190-193) (2: 133-13^) (10: 36)
33. Check yourself against a list of questions to see in
what ways you are apt to reveal timidity, (1: 37)
Optional Related Activities
1. Ask your mother or another member of the family to
tell you the ways in which your personality is different
now from what it was five years ago. Try to discover
the reasons for these differences in yourself.
2. Describe your disposition on a rainy day; when you are
very hungry; when you have been denied something that
you very much desire,
3. Join with another student to present a dialogue illus-
trating tactful and tactless reactions to everyday
situations. Example: A student walks in proudly wear-
ing a loud plaid suit and asks his friend how he likes
it. Plan a tactful and a tactless response.
ij.. Conduct a small survey of your own among ten of your
friends and acquaintances who are working. Ask them
from their experiences why an employee was discharged,
or why an employee failed to get promoted.

If you think you suffer from an inferiority complex,
put the facts down on paper by making a balance sheet
of your assets and liabilities.
Decide on some plan to compensate for an inferiority
and follow the plan until you really have made up for
the inferiority.
Plan a debate on some subject as "Resolved : That one
can succeed regardless of one's personality," or
"Resolved : That intelligence is more important to
success than personality." (6: 186-202)
Gather valuable material to support or dispute the
following statement which will serve as the basis for
a debate: "It is true that whatever an individual's
inheritance may be, a good environment and excellent
training may develop a desirable personality. (5: 65-72)
(ki 65-68) (12: 4-10)
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EXAMINATION
PART I
DIRECTIONS: Each of the following statements can be com-
pleted by any one of four groups of words. Place on the
blank at the left of the beginning of the statement the
number of the group of words which makes the statement
true
.
EXAMPLE: h If a typist is constantly making the same
kind of error, ordinarily the office supervisor should
(1) reprimand the typist in front of the others
in the office.
(2) give her written notice 'that if she does not
improve her work, she will lose her position.
(3) report the matter to a higher executive.
(I4.) call the typist's attention to some methods
of correcting her errors.
1. You are the type of person who worries a great deal
over small problems. One morning at the office your
employer informs you casually as he passes your desk
that he wants to see you just before you go to lunch.
You should
(1) become nervous and upset, remembering some
hurried work you turned in late last night.
(2) continue on with your work, knowing there
is little you can do until you learn what
the boss wants you for.
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(3) ask all the other employees in the office if
they know what the trouble is.
(I4.) work more rapidly and conscientiously, hoping
that your employer will not discharge you.
You feel inferior to the other typists in the office
because your employer has not yet complimented you
on your work in your first month on the job. You should
(1) ask your employer what he thinks of your work.
(2) find a typing job in a smaller office so that
the competition will be less.
(3) attempt to overcome the feeling of inferiority
by trying to turn out neater and faster work.
(I4.) work harder at your typing.
A friend of yours is talking about his hobby. The
conversation bores you. It would be best to
(1) listen with a polite but bored expression.
(2) look at your watch impatiently.
(3) tell him frankly that the subject does not
interest you.
(ij.) listen with feigned interest.
Office morale seems to be at a new low. The clerical
workers are complaining about the boring routine of
their jobs. This situation calls for a display of the
following action on the part of the supervisor:
(1) talking with enthusiasm about the work.
(2) telling the workers that they can be replaced.

(3) adapting herself to the new work,
(ij.) telling the workers that she knows that the
work is dull.
Other things being equal, the worker who can adjust
most easily to a new position with a new firm is the
one who
(1) has already made good in several different
positions.
(2) has successfully performed the duties in his
former position for the last ten years.
(3) has ideas of his own and sticks to them,
has a good recommendation from a former
employer
•
You are an office manager and two of your employees
do not get along together. Both are efficient people.
It would be best to
(1) dismiss the less efficient employee.
(2) give them something to work on together in
which both are interested.
(3) try to impress upon them the harm they are
doing themselves.
(ij.) keep both but give them different things to
work on.
A man who has just been promoted to office manager
can probably best gain the good will of his employees
and get work done by
(1) promoting those he thinks deserve it.
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(2) trying to instill in each employee an idea
of what true efficiency is.
(3) confidentially asking each employee his advice
as to necessary changes.
continuing the policies of the former manager,
gradually introducing needed changes.
You wake up one morning, knowing that today is going
to be a "bad day" for you. Everything goes wrong, as
you had expected. In the office your black mood increases
as you are asked to work overtime by your employer to
help get out a rush mailing job. You should
(1) tell the boss that you have a dentist appoint-
ment at five.
(2) swallow your wrath and smile in agreement.
(3) tell him to ask one of the other employees.
(Ij.) mutter that you'll stay if you have to.
Suppose you have had some experience in selling in a
store and have just obtained a new job in a large store.
The best way to establish relations with other employees
in the department would be to
(1) allow them to make most of the sales for a
few days while you observe their methods.
(2) try to institute the methods which you have
found helpful in your other job.
(3) adjust yourself to conditions and accept
helpful advice from your fellow employees.
(Lj.) ask the manager for all necessary advice.

10. On your first day in the office you notice with dis-
may that your supervisor looks and sounds like the
high-school teacher with whom you never got along.
You should
(1) endeavor to get on the right side of him by
doing extra work that first day.
(2) resign yourself to a very unpleasant future
in that office.
(3) wait until you have learned more about him
before judging him,
(!{.) tell yourself that you'll get ahead in that
office in spite of anything he can do against
you.
11, You are working in an industrial concern. Your
employer wants you to attend a course of trade lectures,
but this interferes with outside classes you are attend-
ing at night school. It would be best to
(1) attend the school classes and tell him of
the conflict if he inquires.
(2) explain the situation to him and get his
opinion of the relative importance of the
two courses.
(3) drop the school classes in the interest of
your work.
(ij.) attend one class one time and the other the
next without any comment.

You have been appointed to a position with a large
firm. The best way to establish friendly and pleasant
relations with your business associates would be to
(1) avoid noticing and correcting the errors
they make.
(2) always speak well of them to the boss.
(3) be interested and cooperative in your work.
(I4.) ask to be allowed to do those tasks which
you can do better than they can.
You are reading the sport page of the newspaper
when you should be working, and your chief clerk enters
the room. The best way out of the situation would
be to
(1) continue reading the newspaper and show no
embarrassment
•
(2) fold it up and return to your duties.
(3) appear to be clipping news items relative
to your work.
try to interest the boss by reading aloud
an important headline.
A person who seeks a career that will put him into
contact with people is an
(1) introvert
(2) extrovert
(3) ambivert
(Ij.) idealist
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l£ # Surveys show that most successful business executives
owe their success primarily to
(1) being extremely efficient in their duties.
(2) having an extremely pleasing appearance.
(3) possessing desirable characteristics,
(ij.) possessing a pleasing voice.
PART II
DIRECTIONS: Read each statement carefully. If you think
the statement is true, place the letter T in the parentheses
at the right of the statement. If you think it is false,
place the letter F in the parentheses. Remember, if any
part of the statement is false, the statement as a whole
is false.
EXAMPLE: Honesty and loyalty are two important traits for
future business success (T)
1. Personality is a word used to describe all of a person's
traits or characteristics. ( )
2. Personal appearance has little effect on personality . .( )
3. Personality is explained psychologically as the result
of inherited possibilities rather than environmental
influences > ( )
]+. An individual can evaluate his own personality
accurately and without personal prejudices ( )
£. A person shows by his disposition and emotional
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responses the kind of personality he possesses. ....()
6. Success in business usually depends primarily upon the
amount of skill which a person has for his particular
job ( )
7. A person who is overly self-conscious can overcome the
handicap by focusing his attention on something or
someone other than himself ( )
8. Psychologists use the term, "overcompensation for an
inferiority" to describe a superiority complex ( )
9. An ambivert likes to be with people, and is generally
objective in his thinking
, „ . ( )
10. An introvert usually prefers a career that will take
him away from people, and allow him to think, read,
and work by himself ( )

KEY TO EXAMINATION
PART I PART II
I. (2) 1. T
2. (3) 2. P
3. (3) 3. F
(1) k- F
(1) $. T
6. (2) 6. P
7. ii) 7. T
ao • . m1
9. (3) 9. P
10. (3) 10. T
11. (2)
12. (3)
13. (2)
14. (2)
15. (3)
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